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Overview 

  
Introduction This guide provides the procedures for completing an unplanned TDY in conjunction 

with a PCS in Direct Access. 

  
Reference The following references provide additional information about PCS and TDY. 

 
• Personnel Manual, COMDTINST M1000.6 (series), Chap 4 
• Joint Federal Travel Regulations, Volume 1 
• Personnel and Pay Procedures Manual, PSCINST Ml000.2 

(series), Chap 2 
 

 
  
Discussion Unplanned TDY transactions are completed when a member's current PCS 

orders are changed enroute and member must report to another duty station for 
TEMDU, e.g. a member is ordered to USCGC Polar Star but upon reporting the 
ship is underway and the member must instead report temporarily to ISC Seattle.  
Start pay entitlements via the standalone entitlement transactions in Direct 
Access.  Do not modify notes from the Assignment Officer. 

 
Required 
Information 

• EMPLID 
• Temporary Duty information 

 
In This Guide The following topics are covered in this guide. 

  
Topic See Page 

Direct Access Unplanned TDY  2 
Approval  19 

 

http://www.uscg.mil/CCS/CIT/CIM/DIRECTIVES/CIM/CIM_1000_6A.pdf
https://secureapp2.hqda.pentagon.mil/perdiem/trvlregs.html
http://www.uscg.mil/hq/psc/3pm.htm
http://www.uscg.mil/hq/psc/3pm.htm
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Procedure 
 
  

 
 

Step Action 

1.   Click the Administer Workforce link. 
 

2.   Click the Track Global Assignments (GBL) link. 
 

3.   Click the Use link. 
 

4.   Click the PCS Orders link. 
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Step Action 

5.   Enter the desired information into the EmplID field. 

6.   Click the Search button. 

 

. When choosing a member from the search results, please be sure you are 
choosing the person you actually want to change data on. Verify the employee ID or 
national ID before making any changes. Also, since one member can have multiple 
records if they're both a Regular or Reserve Member and an Auxiliary Member or 
Civilian Employee, please be sure you are selecting the correct Employee 
Classification. 
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Step Action 

7.   Select the appropriate member. 
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Step Action 

8.   Ensure the Order Status reads "Enroute" then click the Depart/Report Mbr tab. 

 
  

 
 

Step Action 

9.   Click the Reporting for Unplanned Temporary Duty? option. 
 

10.   Click the ”Last” of 2 link to view and enter unplanned temporary duty 
information. 
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11.   Notice the above Actual Report and Depart Dates screen is divided into two 
sections that are separated by a division line.  Only the lower section is used to 
record the unplanned TDY. 
 
Click the Actual Report Date button. 
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Step Action 

12.   Select the date the member reported in for the Unplanned Temporary Duty. 
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Step Action 

13.   Click the Lookup New Destination Department button to search for the Department 
or enter the Department ID if known. 

 
14.   If performing a search, enter the desired information into the Description field. For 

example "CG ISC SEATTLE". 

15.   Click the Lookup button. 

 
  

 
 

Step Action 

16.   Select the appropriate Department #. 
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Step Action 

17.   Click the Reporting Entitlements button. Note: This is only for OHA and OCOLA.  
After the PCS Reporting transaction is saved, then the Employee Entitlements for all 
other allowances must be completed. 
 

 
18.   Click the Ok button. 

 

19.   Note: If the TDY Actual Departure Date is known, you may enter it. For example, 
SN Smith departed TEMDU unit on July 1, 2004.  
 

 
You may return to this transaction and enter the departure date at any 
time. Do not enter the Actual Departure Date if you do not know it. 
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Step Action 

20.   Click the Departing Entitlements button. 
Note: Departing Entitlements are for OHA and OCOLA only.  After the PCS 
Reporting transaction is saved, then the Employee Entitlements for all other 
allowances must be completed. 

 
21.   Click the Ok button. 

 

22.   In the Authorized Delay field, click the Begin Date button. 
Enter any delay Enroute.  For example SN Smith was authorized 1 travel day.  
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Step Action 

23.   Select the appropriate begin date. 
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Step Action 

24.   Click the End Date button. 
 

  

 
 

Step Action 

25.   Select the appropriate delay end date.  For example June 2, 2004. 
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Step Action 

26.   Click the Delay Enroute list. 
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Step Action 

27.   Click an entry in the list. 
For example Travel Time. 

 
28.  To add additional Delay Enroute click the  button. 

To delete a Delay Enroute row click the  button. 
  

 
 

Step Action 

29.   When finished entering the delay click the Save button. 
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Step Action 

30.   Click the Route For Approval link. 
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Step Action 

31.   Enter the supervisor EMPLID into the Route to field or click the  button to search 
for the EMPLID. 

32.  Any comments for the next reviewer may be entered in the Comments field. 

33.   Click the OK button. 
 

  

 
 

Step Action 

34.   Click the Save button. 
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Step Action 

35.   Click the Employee Entitlements link. 
 

36.   NOTE - A new window opens that allows you to update any applicable Employee 
Entitlements.  Follow the online guides for the specific entitlement procedures.   
 
When done with the Employee Entitlements click the Save button. 

 
37.   Click the Close button. 

 
  

http://www.uscg.mil/hq/psc/ps/
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Step Action 

38.   Click the Return to Search button. 

 
39.   End of Procedure. 

40.  Note:  To complete the final PCS check-in go back to step #11 and follow the 
procedures only this time completing the top section of the Actual Report and 
Depart Dates screen.  Or see the PCS Online Guide. 

 

http://www.uscg.mil/hq/psc/ps/
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Approving 

 
Procedure Follow the steps in one of the menu paths below to access the Worklist.  

Approval Authority is designated to SPO Supervisors with the Direct Access 
Role of HRSUP.   

 
Step Action 
Menu 
Path 

The Approver may access the orders through their Worklist or by 
 

 

1 Open the Worklist and click on the Employee, or follow the above path and enter the 
EMPLID. 

2 Once in the PCS screen, Supervisors must decide which action from the Approval Status 
button to take.  The Selections are: 
 
• Approve – select to approve. 
• Denied – Select to deny (disapprove) the Orders.  If desired, a text box is available to 

advise why the orders are being denied. 
• Pending  - This used when orders need further information., You may return and 

complete the transaction at a later date. 
 

 The orders can be rerouted to a specific user by entering the Employee Id in 
the “Route to: block.   When an employee id is entered in the route to block the 
transaction will appear on their Worklist. 

3 
Click on  

REMEMBER TO GO BACK TO THE WORKLIST AND CHECK THE “MARK 
WORKED BLOCK. 
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